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4. Dnrs of Series 
Earliest Latest 

Present 1970 

(See a t t a c h e d  sheet) 

5. Records Slries Tltle (followed by fitlo used in office: H diffarentl 

E p i d e m i o l o g y  P r o g r a m  R e p o r t  F i l e s  

Included are: 

File is  arranged: 

. .  . . ~. 
__ -- ~~ . 

8. Monthly Reference Rate 

One to six months old 
twentwfive months and older 

Lrrtrr.size drawers ; Legalsin drawers ; Shelves ; Otdr  (sp&if~l- 

How often are records referred to which are: 
.. 

; &en to twelve months old ; Thirteen to twenty.four months old -, 
- ? i, i. 
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9. Annuil Aah of Accumulation of Records- 
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b. Strtuta of limitation e. Administrative need 
f. Federal retention instructions 

. . ~  . - 
. .  
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. .  

. .  12 Appmv@d Disposkion lnstruetionr ' This agency recommends that the fi le series be cut off a t  the end of each: 
. ~ . .  

~, ~ ' 0' Calendar-Year; 0 Fi&l Year: 0 Other , '  ' .then, 
. -  .- 

. .  " ,  ,~ . . . .  
,? 

< ., . .  0 ~Hold In the Currint files area '. monthb) veark; then 
0 Trtndar to local holding area; hold yearb); then ,~ 

~ c 3  transfer to State Records Center: hold yeark); then 
0 Destroy. 

'. 0 Transfer to S t t t i  Archiver for permanent retention. 
0 Othn ISpaelfyJ 

. .. 

, - 
, '  . .  

. ~. - .  . .  

( S e e  attached shee t )  

lhes Inshunions apply to a l l  prior and future accumulatlonr of the series. I 

Recommendatlonr in para- 
graph 12 +e approved. 
1 disrppmved, attach letter 
of rxplmstim.) 



- - _  . 
I I 

Documents r e l a t i n g  t o  the d o c u m e n t a t i o n  o f  Destroy upon receipt and 
i m m u n i z a t i o n  reports o f  children and a d u l t s  
s u b m i t t e d  f r o m  C o u n t y  Health Depar tments .  

v e r i f i c a t i o n  o f  i m m u n i z a t i o n  
’ q u a r t e r l y  report. 

I n c l u d e d  a r e  DHR I m m u n i z a t i o n  Reports 
( D P H / D C S ( ~ ) - ~ ~ ~  i d e n t i f y i n g  county name 
and code  number ,  mon th  and y e a r ,  t y p e  o f  
i m m u n i z a t i o n ,  ( m e a s l e s ,  r u b e l l a ,  t e t a n u s ,  
e t c ) ,  and a g e  group  breakdown.  

F i l e s  a r e  ar ranged  c h r o n o l o g i c a l l y  b y  month  
and y e a r  t h e r e u n d e r  a l p h a b e t i c a l l y  b y  c o u n t y .  

2. Immuni za t ion  Q u a r t e r l y  Report  F i l e s  ?L-/e4 
Documents r e l a t i n g  t o  m a i n t a i n i n g  q u a r t e r l y  
c o m p i l a t i o n s  o f  the number of i m m u n i z a t i o n s  
o f  children and a d u l t s  a s  s u b m i t t e d  ‘to the 
DHR I m m u n i z a t i o n  U n i t  b y  Coun ty  H e a l t h  
Depar tments .  

I n c l u d e d  a r e  compu ter  l i s t i n g s  i d e n t i f y i n g  the 
c o u n t y ,  number o f  i m m u n i z a t i o n s  b y  t y p e ,  dose, 
a g e ,  sex, and r a c e  p r i o r  t o  1970 - Since mid  
1973 j u s t  t y p e  and a g e .  

F i l e s  a r e  ar ranged  c h r o n o l o g i c a l l y  b y  q u a r t e r ,  
t h e r e u n d e r  b y  c o u n t y  code number. 

76 -h35 
3. Immuni za t ion  Annual  Summary R e p o r t  FiLeZ 

m c u m e n t s  r e l a t i n g  t o  m a i n t a i n i n g  annual  
summary c o m p i l a t i o n s  o f  the number o f  
i m m u n i z a t i o n s  o f  children and a d u l t s  a s  
s u b m i t t e d  t o  the DHR Immuni za t ion  U n i t  b y  
Coun ty  H e a l t h  Depar tmen t s .  

I n c l u d e d  a r e  compu ter  l i s t i n g s  i d e n t i f y i n g  
county ,  number o f  i m m u n i z a t i o n s  b y  t y p e ,  
dose, a g e ,  sex and r a c e .  - Since mid-1973 
j u s t  t y p e  and age .  

F i l e s  a r e  ar ranged  c h r o n o l o g i c a l l y  b y  
c a l e n d a r  or f i s c a l  y e a r .  

Immunization U n i t  - C u t  o f f  
a t  the end o f  e a c h  c a l e n d a r  
or f i s c a l  y e a r ;  hold i n  c u r r e n t  
f i l e s  a r e a  for  3 y e a r s ;  then 
d e s t r o y .  

District ~ & Coun ty  - __ ._ Offices  ___ - D e s t r o y  
upon r e c e i p t  and  v e r i f i c a t i o n  o f  
annua l  summary report. 

I m m u n i z a t i o n  U n i t  - C u t  o f f  f i l e  
a t  the end o f  e a c h  c a l e n d a r  or 
f i s c a l  y e a r ;  h o l d  i n  current f i l e s  
a r e a  for  ten y e a r s ;  then d e s t r o y .  

E a r l i e r  d e s t r u c t i o n  i s  a u t h o r i z e d  
b a s e d  on u n i t ‘ s  a d m i n i s t r a t i v e  
needs. 

District and Coun ty  O f f i c e s  - D e s t r o y  
when no l o n g e r  needed for reference. 

‘approval  s i g n a t u r e  d a t d  
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4. Inununization Certification of F i r s t  GMde Inventory Fi les  
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4. Inununization Certification of F i r s t  GMde Inventory Fi les  
I. -- --_ 

h u m n t s  relating t o  compiling immunization 
statistics on f i r s t  grade school children i n  
c i ty ,  county and private school system. 

Included are Immunization Inventory (DPH/DcS(3)-51), 
submitted by Health Program Representatives to  
the Inununization Unit identifying, county, narr& 
of school, f i rs t  grade section, name of teacher, 
nwber of children enrolled, number of children 
inmunized, number of children lacking certain 
imnUnizations, number of certificates s i p e d  
by physicians and/or health c l in ics ;  Listings 
identifying the same informtion as mentioned 
above, broken dawn by Health D i s t r i c t ;  c i ty ,  
county, and private schools. 

F i les  are arranged chronologically by calendar 
year. 

Day Care Center Imnunization Survey Files 

h d z a t i o n  Inventory Form 
, (DPH/DCS(3)-51) -Destroy upon 

receipt and verification of 
annual s m r y  report. 

Imunizations Certifications of 
F i rs t  Graders R e p o r t  - Cut off 
f i le  at the end of each calendar 
year; hold in current files area 
for 10  years; then destroy. 
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5. __ __-- _I 

humen t s  relating t o  surveying licensed 
day care centers for innnunizations reports for 
each child. 

Included are lhmnization Inventory of Day 
Care Centers (DpH/DCS(3)-50) identifying 
county,  me and address of center, number 
of children enrolled, age group breakdams, 
types and nwber of hnunizations received, 
nwber of children who cannot receive 
hnunizations, nwber of Certificates or Health 
Statements signed by private physicians, health 
de-t and military; Day Care Annual Inventory 
Listing identifying essentially the sane 
information as metrtioned above, broken dawn 
by age PUPS.  

F i les  are arranged chronologically by calendar 
Y e a .  , 

Inmnmization Inventory Day Care 
Centers (DPH/DCS(3)-50) - Destroy 
upon receipt and verification 
of annual s m r y  report. 

Immunization Inventory Day Care 
Annual Report - Cut-off f i l e  at 
the end of the calendar year, hold 
i n  current files area for 10 years; 
then destroy. 
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